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OIT/TRIS
SUBJECT: Proposal to Transfer Data Transcriber Section to Office of Finance L,OGGED
1 _and Office of Personnel
5 4 MAR 1088

BACKGROUND

The Data Transcriber Section (DTS), Application Management Branch,
Production Division, Operations Group, is primarily responsible for entering -
and verifying data received from the Office of Finance (OF) and the Office of
Personnel (OP) into machine readable language. The DTS also supports standing
and ad hoc data entry requirments for other Agency components in the DDA, DDI
and DDS&T.

STV¥TThere are [:]Staff positions assigned to the DTS;
STAT

The DTS is divided into three units:

1) HQS Building Room 2E24 — Responsible for processing of source documents for

the General Accounting System (GAS) supporting only the Office of Finance.
STAT s unit is manned by [f:::]employees;

The average overtime for the unit per pay period is 28 hours. The equipment

to support this unit consist of one IV-Phase/70 Central Processing Unit

(CPU), one printer (character), four IV-Phase entry terminals, one supervisor

terminal, and one tape drive.

2) HQS Building Room GE78 — Processes all ad hoc requirements as well as
standing requirements such as entering data for FBIS, Joint Publications
Research Service and Office of Personnel, CIA Retirement System. The unit
also supports offices throughout the Agency for conversion of various floppy

STAT;k to WANG readable format. The unit is manned by GS-07 employees. The
average overtime for this unit is 13 hours per pay period for one specific
project. The equipment to support the unit consist of one IV-Phase/70 CPU,
one printer (character), three IV-phase entry terminals, one supervisor
terminal, and one tape drive for the IV-Phase computer. One VM terminal, one
WANG WORD Processor, and one ANTARES System for floppy disk conversion.

3) Key Building - This is the largest unit of the DTS. It is responsible for
entering source documents received from the Office of Finance (OF) for the
General Accounting System (GAS); Office of Personnel (OP) for Time and

STAT:-endance manual processing including
Masterfile. Support provided by the unit to OF and OP is evenly distributed

STAT:h 50% going. to each Office. Current manning is| |employees;

STAT The average overtime for the unit is 90 hours per
pay period. The overtime is provided by assigned personnel and volunteers
from the other DTS units and various OIT components.
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PROPOSAL

1. HQS Room 2E24 - All functions and equipment be transferred to the Office of

STATice (OF) with current positions consisting of\
STAT '

2. Combined support in Key Building be divided as follows:

STAT, A1l GAS functions to OF with positions of

STAT Equipment to be shared by OF and OP.

STAT, a11 Payroll functioﬁs to OP with positioms Consisting of[ ]
[S17¥r ‘Equipment to be shared by OF and OP.

3. HQS Room GE78 - Standing requirements for OP to be transferred to OP.
All other standing and ad hoc requirements currently supported be transferred

STATistomer Services Group (CSG) | All
equipment currently located in GE78 would be transferred to CSG.

STATThe remaining positions,‘ to be retained by
Operations Group.

Office Pos.by Grade No. of Pos. No. of Personnel
Transferred Transferred

STATg

OoP

CSG

0G

‘5. Timing for the posposed transfer of functions is 1 October 1988. Initial:
contact with OF, OP and CSG to begin immediately upon approval.

6. Issues to be discussed with OF, OP and CSG.

- Funding for required hardware/software maintenance contract for IV-Phase
equipment. '

— Sufficient OP and OF office space in the NOB for additional DTS personnel.

- Space for required equipment in OP and OF designated NOB locationm.

- Ensuring cooperation between OF and OP in sharing equipment resources.
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